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USDA FOODS COMPLAINT INSTRUCTIONS

GENERAL INFORMATION

The USDA makes every effort to ensure that USDA Foods provided through the Food Distribution Program (FDP) are nutritious and of the highest quality. However, as in any food business, recipients may encounter a few problems such as foreign matter in canned products or inferior packaging. When this happens, recipients may file a complaint.
To report and/or resolve a complaint or concern regarding a commercially labeled product, agencies should first contact the manufacturer. The Can Codes and Establishment Numbers 

will identify the product as having been packed for USDA or another source. (The Can Code and Establishment Number identify when and where the product was produced.) If the product is determined to be from the USDA, complete this form and submit it to the FDP.

If you are seeking a replacement, you should keep the product until you have been notified what to do with it.

………………………………………………………………………………………………………

COMPLAINT  FORM (To be completed by recipient agency)

To process your complaint more quickly, you must provide all the information requested.  

When describing the problem, please be thorough and indicate whether anyone reported feeling sick or was injured after consuming the product. (Attach additional pages if necessary.) In some instances, photographs of the damaged product might be helpful.  

Regarding the Notice to Deliver (ND) and Delivery Order (D/O) numbers: They may be on the paperwork you received with the commodity, or you can contact the state FDP to obtain this information. The D/O is the most helpful because the USDA uses the D/O to determine which vendor produced the product. 

For complaints involving meat, poultry, or eggs, the Establishment Number is necessary to track the item back to the vendor. 

If you have difficulty completing the form, please contact the FDP.  Once you have filled out the form, please fax it to the FDP at (916) 327-4004.

………………………………………………………………………………………………………

FDP Phone Number: 

800-952-5609

FDP Fax Number:

916-327-4004

California Department of Education                                                                                                                          Food Distribution Program

Nutrition Services Division                                                                                                                                   Commodity Distribution Unit                   

Food Distribution Program (FDP)

1430 N Street, Suite 1500, Sacramento, CA 95814

Phone: (800) 952-5609  Fax: (916) 327-4004

USDA FOODS COMPLAINT FORM

	Agency/Company Name:

Vendor #:

E-mail:
	Address:

                                                                           City:                                   Zip:



	Contact Person:

Title:
	Phone #:

Fax #:


Date Problem First Noticed: ____________  Date Complaint Filed: ______________________  

USDA Food: _________________________  USDA Food Code: _________________________
Description of Problem/Complaint: ________________________________________________

___________________________________________________________

REASON FOR COMPLAINT

1.  [   ]  Seeking Replacement

4.  [   ]  Vendor Response Requested

2.  [   ]  Seeking Entitlement 

5.  [   ]  Notify Vendor,  No Response Necessary

3.  [   ]  For Information Only
            6.  [   ]  Other: ________________________

	IMPORTANT INFORMATION NEEDED TO RESEARCH COMPLAINT 

(Please fill in as much information as possible)

	Contract #:
	Delivery Order #:
	Notice to Deliver # : 
	Lot #:
	Establishment #:

	
	
	
	
	

	Can Code:
	Pack Date:
	Amount Effected: 
	FOR FDP USE ONLY:

	
	
	
	Date Product Received by FDP:

	Date Product Was Received:
	Vendor:
	Injury/Illness from Product:

[    ] Yes* [    ]  No

*If Yes, explain
	Date Product Shipped to Agency:

	
	
	
	


Product on  Hold: Yes [    ]   No [    ]   Amount:

Physical Location(s) of Product on Hold:  

Choose Location(s): [   ] Processor [   ] State Warehouse [   ] Commercial Warehouse  [   ] On-Site 

FOR FDP USE ONLY:

	Complaint Number:

	Program Type:  (  NSLP    (  CSFP        
	Is Product Under Warranty: (  Yes     (  No  

	Date Submitted to FDP:
	Date Entered into ECOS:

	Date of USDA Response:
	Date of School Notification:

	Resolution:  ( Disposed      ( Returned      ( Replaced      ( Credited      ( Other: ______________________


